
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF SATE 
DEPARTMENT OF ARCHIVES AND HISTORI 

RECORDS MNAGEMENT DIVISION 

Georgia 's  Regional Hosp i ta l s  ( S t a t e - f i n a n c e d  I n s t i t u t i o n s  and Medical Centers) p r o v i d e  
l o c a l i z e d  c a r e  for o l d  peop le  and their d i s e a s e s ;  a lcohol  and drug abuse  clients; men ta l l y  
i l l ,  re tarded  and emot iona l l y  d i s t u r b e d  peop le ;  conduct t r a i n i n g  and educa t ion  for persons  
who work i n  the var ious  programs o f  mental  h e a l t h ;  and carry  o u t  r e search  w i t h  the o b j e c € i v e  
o f  de termining  the causes  and p o s s i b l y  cured of mental illness. 

f. R w r d  %ria Description 

Documents relating to: 

AGENCYWIDE APPLICATId? 
This file contains the following documents (Indude form numbenand rirles, if any/: 
Attach samples of the file. 

--.- .~ _- -- - 

mainta in ing  records on pat ien t -workers .  

L Dates of Suiu 
Earliest Latest 

1974 I Present 

lnduded b u t  not, l i d t e d ~  to may be P a t i e n t  Labor App l i ca t ion ;  Medical R e f e r r a l ;  Job 
Descr ip t ion;  A u t h o r i z a t i o n  to Hire; A u t h o r i z a t i o n  t o  Change; Computation of Rated 'Wage; 
y; and s i m i l a r  and r e l a t e d  docu,ments. Also inc luded ,are P a t i e n t  

Files may be arranged a l p h a b e t i c a l l y  by p a t i e n t ' s  name or numer ica l ly  b y  position numbers 
a s s i g n e d ,  to each p a t i e n t  and cross& reference4 t o  card index f i l e  b y  names. 

. . . 

Locator  Card F i l e s  which serve as an index t o  t h e  f i l e s .  
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. .  
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I. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
c .~ 

'; Seven to twelve monfhs old ; Thirteen to twenty-four months old -, 
I 

I .  twent-pfive months and older ? . ' .  

5. Records Series Title /followed by tide used in offlp; if different) .. . . 

Pa ti en t Worker ' Case F i l e s  

. .  ... ---_ ~ . .  . -  ~ .~ ..- -- I . 

. .  
I. Annual Rair of Armmuladon of Records 

, Shelves __- : Other (specify) - ; LqaI+e ,drawers 
. - .  

Lettqsim drawers 



* - --- -- .I-_-- -- --- 

en t In forma  tion 

- 
nforrnation contained in this series ever analyzed and/or recorded in a summarized report? 

__ _-  
duplication of this series in your office, or in another office or agency? 
weL-Spme i n f o r m a t i o n  may be i n c l u d e d  i n  111__- P a t i e n t  Medical  Record .  _i. - 

_ _  .- 
1. Rrzomtlon Aqulrements The following requires the series to be kept: 

,years. a. s&ti-Law years. d. Audit period . 
b. Statum of limitation pars. c Administrative need 30 years. 
c Federallaw years. f. Federal retention insuucn'ons ,years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

T h i s  u n i t  feels t h a t  a l o n g  t e r m  retention i s  needed  i n  case o f  a l a w  s u i t  a g a i n s t  the 

_-I -_ -- 
- 

0 Calendar Year; 0 Fiscal Year: 0 Other then, 

0 Hold in the current files area month(s) yeark); then 
0 Transfer to local holding area; hold ---year(s); then 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpecifvl 

year(s); then 

- Upon t e r m i n a t i o n  o f  employment  p l a c e  i n  i n a c t i v e  f i l e ;  
hQld two y e a r s ;  t h e n ! ' t r a n s f e r  to S t a t e  Records  Center 
or- I n s t i t u t i o n  Local  H o l d i n g ' A r e a ;  h o l d  30 y e a r s ,  .. ' . 

then d e s t r o y .  

D e s t r o y  u p n  t e r m i n a t i o n  of patient employment .  

~. Pat ien ' t  Worker Case  F i l e  

. .  

P a t i e n t  Worker L o c a t o r  Card F i l e  - 
, .  

Vote: Those i n s t i t u t i o n s  w h i c h  m a i n t a i n  s i m i l a r  documents  as p a r t  o f  'the Pat ient  
Medical  R e c o r d ,  may dispose, 6f these r e c o r d s  i n  accordance  w d t h  Retention S c h e d u l e  
NO. 73-311. .~ 

c_- -I_ 

, <. , /  

Thesa instructions apply to a l l  prior and future accumulations of the series. 

ecommendations in para- 
aph 12 are approved. 
f disapproved, attach fetter 
'explanation.] 

I_--... 
-50-71: RN. , ,  
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Depar tment  of Human R e s o u r c e s  
Division of Mental  H e a l t h  & Mental R e t a r d a t i o n  
C e n t r a l  S t a t e  H o s p i t a l  & Other S t a t e  I n s t i t u t i o n s  
S p e c i a l  T h e r a p i e s  

#6 c o n t i n u e d  

S p e c i a l  T h e r a p i e s  and s i m i l a r  and r e l a t e d  u n i t s  o p e r a t e  I n d u s t r i a l  Work 
Programs for p a t i e n t s .  
of p a t i e n t  skil ls  t o  promote  job p l a c e m e n t  t r a i n i n g  and r e m u n e r a t i o n  e l e m e n t s .  

B a s i c  elements of the program i n c l u d e  e v a l u a t i o n  


